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Introduction

Welcometo the North Dakota Sales Tax WebFile service! WebFileisafreeweb-based programfor filing,
paying, and viewing North Dakotasalesand usetax returns. The purpose of thisguiddineisto explainthe
featuresand advantages of WebFile, instruct usershow to register on-line and usethe system, and provide
instructionsthat explain each line of the sdlesand usetax return.

Eligible Users. Any businessor individual that holdsavalid North Dakotasalesand usetax permitis
eligibleto WebFile. If you havenot yet registered for asalesand usetax permit, you must apply and receive
your salestax permit beforeyou register for WebFile. To apply for asalesand usetax permit goto
www.hdtaxdepartment.com and click on Salesand Use > for mson theleft hand side of the page. Then
click on Sales/Use Tax Permit and Income Tax Withholding Application.

Advantages of WebFile. Thefollowing WebFilefeatureswill help makefiling your salestax returns
on-lineeasier and moreefficient than paper:

* Availahility: You canregister for WebFile, file salestax returns, and view previoudly filed returns 24
hoursaday, 7 daysaweek.

» Access All returnsthat filed over the past six years, including returnsfiled on paper, areavailableto
view on-line.

»  Upload Capability: All returndata, including local tax information, may be uploaded directly into
WebFileinan XML format so you don’t need to spend time keying datainto your return. If you use
asoftware product to generate your salestax returns, check with your software vendor to seeif an
XML export featureisavailable.

» Electronic payment: Return payment may be submitted by ACH Debit, ACH Credit, credit card, or
check. See payment methodsbelow for adescription of each method.

* LoginID: WebFileusesNorth Dakota’'sLogin ID system, which alowsyouto usethesame| D and
password for other I nternet services provided the Tax Commissioner’s Officeand other state agen-
cies. TheLogin D providesyoutheability toidentify and control which employeesor outside
professionalshave accessto your salestax returns.

»  Security: WebFileuses Secure SocketsLayer (SSL) encryption technology to ensureyour informa-
tionissecureand protected.

» Automaticcaculations: All calculationsare performed by the systemto createerror free-returns. In
addition, by viewing the system, you will alwaysknow which returnshave beenfiled and theduedate
of any returnsthat need to be completed. Whenyou fileand pay electronically, therewill never bea
question of if or when areturn or payment was submitted.

» Paper and postage: All registration and return filingiscompleted on-line. Thereisno more paper to
shuffle, no postageto pay, and no mail delaystoworry about.
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Payment Methods
Whenyoufilesaestax returnsby WebFile, you have thefollowing payment options:

ACH Debit. Thisisan electronic fundstransfer transacted between your bank and our office. You
choosethe date you want the money withdrawn, up to the due date of thereturn. Thetax dueis
transferred from your bank account onthat date. Thisoptionisparticularly convenient becauseyou
get to choose when the money iswithdrawn, and you don’ t haveto contact your bank or writea
check. Best of dl, our office paysthe bank transaction fees.

ACH Credit. LiketheACH Dehit, thisisan e ectronic fundstransfer enacted by your bank and our
office. Thedifferenceisthat withtheACH Credit method, it will beyour responsibility to contact
your bank andinitiate each payment. Youwill beresponsiblefor paying all transaction feescharged
by your bank. Please contact your bank to inquire about any fees. If you select ACH Credit asyour
payment method, you must fileaprenotein the proper format beforeyou may submit areturn.

Check or Credit Card. Check or credit cardisconsidered one payment method for registration
purposes, however, if you select thisoption, you determine at thetime of each payment if youwant to
send acheck or pay by credit card. If you chooseto pay by check, youwill print avoucher after the
return has been submitted on-line. Your check must be mailed with the voucher on or beforethe due
dateof thereturn. If you chooseto pay by credit card, after you submit your return, youwill click a
link to take you to asecureweb site (Link2Gov) that will accept your credit card information for
payment. Link2Gov will chargeyour credit card aconveniencefeeof 2.49 percent of theliability

paid.

Navigating and Entering Data in WebFile
Asyou navigate through the WebFile system and enter data, pleaseremember thesetips:

Usethebuttonsprovided inthe application (i.e., Continue, Edit, Save, etc.) to navigate. All appli-
cation buttons arelocated at the bottom of each page. Do not use your browser’sback and forward
buttons.

For your convenience, aMain Menu link and Logout link arelocated near thetop of each page.
Although theselinkswill hel p you navigate quickly, you should click the Saveor Finish Later button
at the bottom of the pageto avoid losing any recently entered databefore you usetheselinks.

Do not enter dollar signs($) or commas(,). All information regarding saes, nontaxable sales, and
items subject to usetax are entered in whole dollarsand without adecimal point (.). Dataentered
for local option taxesand adjustments should be entered in dollarsand cents.

Whenfiling areturn, you may saveyour dataat any time and return | ater to complete and submit the
return.

At any time, you may usethe Previous or Continue buttonsto moveforward and backward withina
returnto edit your work.

You may changeyour selected payment method at any time, but afew restrictionsapply. If you
select ACH Credit, you must fileaprenote and the Tax Commissioner’s Office must approve your
request beforeyou may make an ACH Credit payment. If you have submitted areturn beforethe
due date and payment has not yet been made, the new payment method will not apply for thereturn
aready submitted and not yet processed/paid.



Registration Process

Registration for WebFileisaquick three-step process: (1) Obtain aNorth DakotaLogin ID, (2) Register
permit to obtain authorization code, and (3) Complete registration by entering the permit number and authori-
zation code.

Each person (user) that accessesthe WebFile system must obtain aNorth DakotaLogin ID (Step 1). Each
permit must beregistered on-line (Step 2) to allow usersaccessto information regarding that permit. And,
each user must complete registration for each permit they need to access (Step 3).

After apermitisregistered in Step 2, the Tax Commissioner mailsan authorization codeto theindividual
registering the permit and to the mailing addressthe Tax Commissioner hasonfile. Thisstep preventsany
unauthorized user from registering apermit that he or she should not have accessto. Whentheregistrationis
completedin Step 3, only the user that registered the permit in Step 2 may use the authorization code mailed
by the Tax Commissioner’ sOffice. Any authorized user may obtain another authorization code on-lineso
that an additional user can completeregistration (Step 3) and obtain accessto that permit.

In addition, any authorized user may terminate another authorized user’ saccessto apermit by selecting the
View Authorized Usersoption onthemain menu. Thisoption alowsaretailer toremove accesstothe
systemfor outside professionalsor employeesthat no longer should have access.



Step 1: North Dakota L ogin I D (Go to http://www.state.nd.us/taxdpt/sal esanduse/el ecfiling/ and click Access

WebFile)

A. Click Register Now.

B. Completethe Sign Up
page.

¢ Giick [GreseLogn]

D. Youwill receivea
confirmation e-mail within
a few seconds.

E You must respond to the
e-mail by clicking onthe
link provided and
entering your password.

F. Your North DakotaL ogin
ID isnow ready to use.
Goto Step 2.
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. Signin by entering your
Login ID and password.

. Enter the permit number
you want to register.

C. Click

. Based on the name and
address displayed, verify
you have selected the
correct permit.

. Enter your e-mail address,
select a payment method
(if you selected ACH
Dehit, enter your bank
information), and enter
your name in the Atten-
tion Name box.

. Click[Submit ]

. Youwill receivea
confirmation page.

. An authorization code
will bemailedtothe
mailing addresson file at
the Tax Commissioners
Office.

|. If you have more permits

toregister, click the
Register another permit to
WebFilelink.

Step 2: Register Sales Tax Permit (Go to http://www.state.nd.us/taxdpt/sal esanduse/el ecfiling/ and click Access
WebFile)
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Sep 2: Register SalesTax Permit (Continued)
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Important Note: After you complete Step 2, Register Sales Tax Permit, an authorization codewill be
mailed to you at the mailing addresswe have on filefor the permit you areregistering. Whenyou register for
WebFile, please dlow sufficient time (werecommend two weeks) for the authorization codeto reach you by
mail prior to the next return duedate. If you do not receive an authorization code before the next return due
date, youwill berequiredto file paper returnsfor the current period.



Sep 3: Complete Registration (Go to hitp://www.state.nd.us/taxdpt/sal esanduse/el ecfiling/ and click Access

WebFile)

A. Sign in by entering your
Login ID and password.

B. Scroll to the Complete
Registration section of
the page.

C. Enter the permit number
and authorization code
you received in the mail.

D. Click [Submt]

E. Youwill receiveaconfir-
mation page. You now
have access to all
WebFile features for this

permit.

F. If you have more permits
to complete registration
for, click[MainMenu]
and then the Complete
Registration option.
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Main Menu

Once a user has completed
registration for apermit, that
user may access al the
features of WebFile from the
Main Menu. Please note
that the user ID of the
person logged onto the
system, the permit number
and business name of the
permit currently selectedis
aways displayed near the
top of the screen. By
viewing thisinformation,
any user who is registered to
access more than one permit
will know which permit’s
information iscurrently
being accessed.
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Main Menu — Continued

Select Sales Tax Return

Select Sales Tax Return.
Click on thisoption to
obtain alist of all returns
that areavailabletofile.
Then click on the desired
action for the tax period you
wish to work with. You can
save your work at any point
in the process and complete
it at alater time.

Action

Click Start to open asales
tax returnif you will
manually key in the return
data.

Click Upload if youwill
automatically transfer your
datafroman XML file.
Click Edit toopenand
complete areturn that you
already started, but saved
before submitting it.

Click Pay Now to print a
voucher or to pay by credit
card. Thisoptionis
available only after areturn
has been submitted and
only if you are registered to
pay by check or credit card.
Click View if you have
submitted areturn but
discover you need to edit
the return or payment
information.

Important Note: theView
option isavailable only for
the remaining portion of the
same day you submitted
your return. You cannot
edit areturn the day after
you submit it.
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Main Menu — Continued

View Previously Filed Returns

View Previously Filed Sales
Tax Returns. Click onthis

option to obtain alist of all
the returns you have filed
for the past six years. To
view areturn, click on the
return period.

Returns you havefiled
(either electronically or on
paper) for the past six years
will beavailableto view or
print
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Main Menu — Continued

Select Permit

Select Permit. Click onthis
option to obtain alist of all
permits for which you have
completed registration.

To obtain access to a permit
on WebFile, a user must
first complete registration
for the permit. Thisfeature
provides ahigh level of
security to the system.
When a user clicks on
Select Permit, the system
lists every permit that the
user has accessto. If auser
has only one permit, this
option will not be available.

Any authorized user may
provide access to another
user by obtaining an
authorization code on-line
(seeView Authorized
Users).

11

[ il
T D e Femeies Tk b -
Dm0 g g g B P e D e W H
] [ T T T R — T ) Bl i ™
e e e 1 =
Fain Tam Cymreissmer
i P L mekF e | Ligadt

Parpil fupvber (4547 Taspayer Sawe: M0 Gl JLC

Salact Parmit

Lific ) CIRY LG

Liotd. GECBRE 3iC

1RTEED WYL QO

[Conce] | Repiiter tiow Busven] [Complete Begsiratn|

T wWeam Denien Sorken Laser 1510 a=rrepion iprhrekeys & p=pow pagr miomaoon o senee o cresesies

Fimids Fidy' | Dol 1Y ey
Cimryradd ETI HOTAY 8 vl sy

s | Wi S W ey

L

.
= i



Main Menu — Continued
View Payment Information

View Payment I nformation.
Click on thisoption to view
the method of payment you
previously selected. If your
current payment method is
ACH Debit, the payment
information page also
displays information about
the bank account from
which you have authorized
payment.

To change your method of
payment, click Oon
the Edit Payment Informa-
tion page, select one of the
other payment methods. If
you select ACH Debit, you
will also be asked to
provide information about
the back account you want
to make your payment from.
To submit the change, click

Important note: If you
select ACH Credit, you
must file a prenote before
you can pay by credit.
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Main Menu — Continued
Register New Permit

- - al¥lx
Register New Permit. [ &
Select this option to register Q- ] e et s £ - W R
another Salestax permlt tO .':_I- rl] uu;. L e ysad Tl |r.\.1l|"\.-\.|rrﬂl‘-|—'-\l"ii:_'|r|.f|.lh|n| Tl s P! Ei ﬂﬁﬁ L:lh. :‘
WebFile. If you are at the o, L S S PR T e
Main Menu’ you have @ Farih Dafoin OHics of Fais Tas Comrmis simer
already completed registra- ' ke

. ik =i Uner WeebFlafbange | Logoal
tion f.Ol‘ at least one other Parmil Mermher: 191557 Tasmuymr Some: 450 BAR (KD
permit.

Ragistar Maw Parmit

The r%igraﬂon proce$ for Fach perre; rest e regerissd shaogh thee WebiRle ppmemn ans sach wer [Loagpen 1] maet onpists regedrysm for

o . . miich psemie Hhes ‘with 3 scoses . Thes regnirston preosee ic mrpieisd Seough the ums =l 5 weles tes Vasbfs
addltlonal permlts ISthe EEhonorion coda. [Fypau fave afresds moessd an suthorosbon ode forthe perrs you vnh o s, plems ga =
same proce$ you com- tm Coreplris Fegabrabion opSon. [ you hese not reoesed an scthordsbon moe for o pernt and the peret s nat
pleted for the Origi nal e ly ejilired Brouph el WEbFlE srilai anle e Perrel Hurber Teidi
pa'mlt Waie [T peration for e pRemed pou s 50 nn oo hoes pleeads Daen 00roean s oo oF Mooy SR, Fie e

pheain & suifvinesinen Mo brm oes of o IR e M and oo plese: re T e

A. Enter the permit number Pormit inher: | iRy
you want to register. [Conenl] [Cortism)

B. Based on the name and Fr
address displayed, verify T [ et N
you have selected the
correct permit.

C. Enter your e-mail address
and select a payment
method. If you selected
ACH Debit, also enter
your bank account
information.

D. CIick

E Youwill receivea
confirmation page.

FE An authorization code
will bemailed to the
mailing addresson file at
the Tax Commissioners
Office.

G If you have more permits
toregister, click the
Register another permit to

WebFilelink.
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Main Menu — Continued

Complete Registration

Complete Registration.
Select this option to

complete registration for
another salestax permit. If
you are at the main menu,
you have aready completed
registration for at least one
other permit.

The process to complete
registration for additional
permits is the same process
you completed for the
original permit.

A. Enter the permit number
and authorization code you
received inthemail.

B. Click

C.Youwill receivea
confirmation page. You
now have access to all
WebFile features for this

permit.

D. If you have more permits
to completeregistration for,
click Main Menu and then,

Complete Registration
option.
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Main Menu — Continued

View Authorized Users

View Authorized Users.
Click thisoptionto view all
users that are authorized to
access WebFile for this
permit. By selecting this
option any authorized user
may delete existing users or
obtain an authorization
code for anew user.

To authorize another user to
access this permit, click the
Obtain an authorization
codefor anew user link.
WebFilewill display anew
authorization code that you
may give to another user.
The new user will need to
(1) obtain aNorth Dakota
Login ID (if he or she does
not already have one), (2)
log on to the WebFile
system, and (3) enter the
permit number and authori-
zation code at the Complete
Reqistration option. These
steps will provide access to
the new user for al WebFile
functionsfor this permit.

To discontinue access for
an authorized user, select
the Remove link next to the
user’sname. Theuser’s
namewill be displayed. To
remove access for the user,
click the button.
If you decide not to remove
access for the user, select

the button.

Important note: If youare
the only authorized user
and you click the Remove
link by your name and then
confirm that action by

sel ecting the Remove
button, the permit will no
longer be registered for
WebFile because there will
be no authorized users.
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Filing a Sales Tax Return
Review Taxpayer to File Information

Tofileasalestax return,
click the Select Sales Tax
Return option on the main
menu.

A. If thisisthefirst timeyou
have selected this return
period, click Start (to
enter the data manually)
or Upload (to automati-
cally load datafrom an
XML file). If you have
already opened this
return, click Edit.

B. If you selected Upload,
you will be asked to enter
the path and name of the
file you want to upload.

Enter the path and file
nameand click

Or

If you select Start, the
return will opento the
Review Taxpayer
Information section.

C. Taxpayer Address. Please
verify the postal and e-
mail addresses are
correct. To correct
addresses: click the
button, enter the correct
information, and click the

button.

D. Ownership Change. If
the business has changed
ownership, enter the
name, address and phone
number of the new owner.

E. Final Return. If thisisa
final return for this permit,
click the check box and
enter the last day of
business for this location.

F. Corporate Officers. If
any of the corporate
officers have changed
please click the check
box.

Click button to
continue the filing process.
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Filing a Sales Tax Return — cont.
Sales, Nontaxable Sales, and Purchases Information
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If al your sales are subject
to 5 percent tax your return

will have one column. If
you also collect tax at
another rate, your return
will havetwo columns.

A. Total Sales. Enter total
sales for the period,
including nontaxable
sales, inthefirstline. If
you have no sales, enter
Zero.

B. Nontaxable Sales. Enter
the amount of nontaxable
sales for each category
listed.

On the bottom line of the
page, enter the total cost
of purchases on which
you owe North Dakota
usetax. (Local usetax
duewill berecordedin
the Local Option Sales
and Use Taxes section.)

Click button to
continue the filing process.

C. Items Subject to Use Tax.
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Filing a Sales Tax Return — cont.
Local Option Sales and Use Tax
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The North Dakota 1 percent . | ek -
hotel/motel tax and all city Qb+ ) & ek M e £ W M Sia e
and county sales and use bk L st 2k

- ' Ve Aty 1 Horin Dakols - =
taxes are reported in this s E
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A. Add/Removel ocations.

Thefirsttimeyoufilea
return for this permit,
none of the locations will

display on this page. If

you have ND hotel/motel |"""°"'"'“"“ ""’""“"|Uh bl
taX 0I‘|Oca| taxesto |-|.-i|.-.-| |||I o l,ll,l,|

report, click the
[Add/Remove L ocations|
button to select ND
hotel/motel tax or the
name of each location
you need to report.
Select the appropriate
box(es) and click the
button at the
bottom of the page. The
Local Option Salesand
Use Tax page will be
updated with the loca-
tions you selected.
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Filing a Sales Tax Return — cont.
Local Option Sales and Use Taxes - cont.

Each time you return to this
page, the locations selected
during the previous use will
display. Locations may be
added or deleted at any
time.

B. Enter the dollar amounts
of ND hotel/motel tax and
local taxes that are due.
Do not deduct any
compensation on this
page. Any applicable
compensation will be
deducted from the tax due
by WebFile.

Click the] Calculate Total

button to sum the values
you have entered on this

page.

Click[ Continue] button to
continue the filing process.
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Filing a Sales Tax Return — cont.

Sales Tax Adjustments

Sales Tax Adjustments. |If
the Tax Commissioner’s
Office hasissued this
permit acredit for overpay-
ment of tax, enter the
amount of credit here. The
adjustment will reduce the
amount of tax due with the
return.

Click button to
continue the filing process

Important Note: Credits
must be approved by the
Tax Commissioner’sOffice.
Unauthorized creditsare
subject to assessment and
applicable penalty and
interest.
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Return Summary and Payment Information

Return Summary. This
section of the page displays
various subtotals and the
total due with the return,
which has been calculated
based on the information
entered.

Payment Information. The
payment information
reminds you of the payment
method you have selected
for this permit. If your
payment method isACH
Debit, you will also be
asked to verify the payment
amount to be withdrawn
from your bank account and
the payment date. You may
change the payment
amount to any dollar value;
however, youwill be
subject to penalty and
interest if the return is not
paidinfull. Youmay aso
change the payment date to
any date up to the due date
of the return.

Click button to
continue the filing process
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Filing a Sales Tax Return —cont.

Review/Submit Return

Review/Submit Return.
Review the completed
return for accuracy. If you
need to make changes, click

e button to
move back to the page that
needs correction.

You may use the| Previ ous|

and | Conti nug] buttons as

often as necessary until
you are satisfied all
informationinthereturnis
correct.

When all correctionsare
made, click the| Continue
button on each page until
you return to the Review/
Submit Return page.

Click the button at

the bottom of the page to
electronically fileyour
return with the Tax
Commissioner’sOffice.
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Filing a Sales Tax Return —cont.

Confirmation

Confirmation. After you
submit the return, the next
pagewill display aconfir-
mation number and abrief
statement reminding you
about the payment method
you have selected and the
action you must take, if
any, to pay the balance due
with the return.

If you pay by ACH Dehit,
payment will bewithdrawn
from the bank account you
identified during registra-
tion.

If you pay by ACH Credit,
you must contact your
back to initiate payment.

If you pay by check, the

payment information will

instruct you how to print
the voucher that must be
mailed with your check.

If you pay by credit card,

click ontheLink2Gov link
to submit credit card and

payment information.

You may also view and
print from this page the
return you just submitted.
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Form ST - Sales and Use Tax Return Instructions
General Instructions

Filingrequirement. Every permit holder must fileareturn for each reporting period evenif no saleswere
made or not tax isdue.

Duedates. All returnsareduethelast day of the month following the reporting period. If the normal due
datefallsonaSaturday, Sunday, or legal holiday, thereturnisduethe next busnessday. To avoid pendty
andinterest, the WebFile return must be submitted and payment must beiniatiated by the due date.

Payment. Payment isiniatiated: onthe ACH Debit withdrawal date specified onthereturn, whentheACH
Credit payment isissued by the payor’ sbank, when credit card payment issubmitted on-lineto Link2Gov,
or whenthe U.S. Postal Service postmarksthe envel ope mailing the check and voucher.

Tax Periods. Permit holdersare assigned afiling schedule of monthly, quarterly, semiannua or annual.
Reporting periodsareidentifed by thefour-digit year plusone character. Monthly periodsareidentified asA
(January) through L (December) and other periodsareidentified as 1 (ending March 31), 2 (ending June 30),
3 (ending September 30), or 4 (ending December 31). For example 2005A is January 2005 and 20054 is
thefourth quarter of 2005 or alonger period ending December 31, 2005.

Specific Line Instructions

Calculations. WebFilemakesall calculationson thereturn. Just enter or upload the dataand | et the system
do thework.

Oneor two-column format. If you areregisteredto report salesor purchaseactivity at only the state’'s5
percent general tax rate, your Form ST return will haveonly onecolumn. If you report activity at two
different staterates, your return will havetwo columns. If you report at two different staterates, use Column
B toreport 5 percent activity. ColumnA isfor salesand purchasestaxed at all other rates (except for renta
of hotel, motel and tourist court accomodations—seebelow). North Dakota' ssalestax ratesare:

e 2percent—sadesof natura gas.

»  3percent—saesof new farm machinery, new farmirrigation equipment, and new mobilehomes.

» 7 percent—saesof acoholic beverages, both on and off sale.

» 5Spercent—al other taxable salesof tangible persona property, admissions, anusements, taxable

services (steam, communications), and lease or rental of tangible persona property.

Hotel, motel, and tourist court accomodation rentals. From July 1, 2003 through June 30, 2007, the
leasing or renting of hotel, motel or other tourist court accomodationsfor periods of lessthan 30 consecutive
days, excluding bed and breakfast accomodations, are subject to state salestax of 6 percent. Gross
receiptsfrom these rentalsarereported in Column B with 5 percent activity. Theadditional 1 percenttax is
reported inthelocal option tax section of thereturn under local code 600 (ND Hotel/Motel).
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Total Sales. Enter total sales(rounded to wholedollars) but do not include thetax charged or collected.
Out-of -state businesses should enter North Dakotasalesonly. 1f you did not have any salesfor the period,
you must enter zero.

Nontaxable Sales. Itemize each type of nontaxable sales (rounded to wholedollars) inthe subcatagories
listed under the Nontaxable Salesheading.

Items Subject toUseTax. Enter the purchase price (rounded to wholedollars) of taxable goodsand
services purchased by you for your own use but on which you did not pay salesor usetax. If none, enter
zero. Taxable purchasesinclude goods purchased from out-of -state suppliers; resal e goodstaken out of
inventory for use; itemsgiven away; machinery, equipment, materialsor supplies purchased by acontractor
or other serviceprovider.

L ocal Option Salesand UseTax. Enter al local tax amounts (and the 1 percent ND Hotel/Motel tax) in
dollarsand cents. Enter thetotal amount of tax duefor each city, county, and the ND hotel/motel tax. For
local taxes, thetax dueisequal totheamount of local salesor usetax you should have charged on sales
madewithin thelocd jurisdiction plusany loca usetax due on untaxed goods or services subject to usetax
because they were stored, used or consumed within thelocal jurisdiction. For the ND hotel/motd tax, the
tax is1 percent of thegrossrecieptsfrom leasing or renting of hotel, motel or other tourist court
accomodations subject to the state’ s 6 percent tax rate. Do not deduct compensation from thetax reported.
TheWebFilesystemwill cal culate and deduct al € egible compensation.

SalesTax Adjustments. Enter theamount of tax credit authorized in aletter from the Office of State Tax
Commissioner. Unauthorized creditswill be assessed and are subject to penaty and interest for late pay-
ment.

Out of Business or Cancelling WebFile Registration

Out of Business

Thesalestax law requiresapermit holder that isgoing out of businesstofileafina salestax returnwithin 15
days. If thereturnfor thefina reporting periodisnot present in the WebFile system, contact the Tax
Commissioner’sOffice. Codethereturnasafina by checkingthe Fina Return box and entering thelast day
of business. Thefina return dataisinthe Review Taxpayer | nformation section of thereturn. Also,
please completethe Changein Ownership section, if applicable. Thefinal step when going out of business
isto cancel registration (seebelow).

Cancel WebFile Registration
If you aregoing out of businessor for any reason want to file paper salestax returns, you must cancel your
WebFileregistration for each permit. To cancel completethefollowing steps:

* LogintotheWebFilesystem.

* OntheManMenu, select View Authorized Users.

* IntheAction column, click onremove. (Important Note: if thereismorethan one user, you must

removeall other usersbeforeyou removeyour own user name.)
*  OntheRemoveAuthorized Users page, click the Remove button.
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When you click on the Remove button for thelast user, you will no longer beregistered for WebFileand you
will bereturnedtotheLogin D page.

Need Assistance
Phone: 701-328-3470

Fax: 701-328-0336

E-mall: Salestax@State.nd.us
Officeof State Tax Commissioner
Saesand Withholding Taxes

600 E. Boulevard Ave., Dept 127
Bismarck, ND 58505-0599
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